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Owned and run by the University of South Wales 
Students’ Union, the Letting Agency is committed to 
ensuring that students find quality houses owned by 
reputable landlords. 

Conveniently located on the first floor of the Students’ 
Union building students’ can register their details and 
receive email alerts of all new properties that match 
their requirements. 

We understand the financial burdens that students 
face and so WE DO NOT CHARGE STUDENTS ANY 
AGENCY FEES. 

Glamorgan Student Letting is the one-stop-shop for 
both landlords and tenants.

WELCOME

Please ensure that all ‘Personal Details’ forms given 
to you by your Lettings Co-ordinator at the time of 
paying your agency fee have been completed in full 
and signed. 

Each tenant will be asked to provide a completed 
Financial Guarantor’ form. Your financial guarantor is 
someone who agrees to pay your rent on your behalf 
should you experience difficulties making payment.

They must be:

• Aged 21
• A UK based home-owner
• Related to you (ideally your parents/guardians)
• In full time employment (or able to provide proof 

of income if not currently employed)

The form must be completed and signed by your 
financial guarantor. All completed forms must be 
returned at the contract signing appointment.
If you are an international student or unable to 
provide a financial guarantor, you will need to pay a 
double deposit equivalent to two months rent.

THE RENTAL PROCESS

You will also be provided with a Direct Debit 
mandate. Rent will be collected as per contract 
agreement which is normally termly, in line with 
student loans or monthly. This is to be agreed with 
the Letting Co-ordinator.

Details of your household account should be 
provided at the time you complete the tenancy 
application.
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Keep up to date with the latest news, properties and our office opening & 
closing times by following us on social media: 

twitter.com/
glamlet

facebook.com/
GlamorganStudentLetting



Signing the contract
Make sure that you have: 

• Any missing information required to complete the 
‘Personal Details’ forms

• All completed ‘Financial Guarantor’ forms
• 2 forms of identification for each tenant (Student 

ID, Driving License, Passport and a visa where 
applicable

• Bond deposit payment for each tenant*
• Completed Direct Debit mandate form

* Please note that if your contract signing 
appointment is less than 14 days prior to the 
commencement of your tenancy, you will be required 
to bring your bond deposit payment and first months 
rent in cleared funds (i.e. credit/debit card or cash).

Bond Deposits
All bond deposits are registered with an approved 
deposit protection scheme in line with the Tenancy 
Deposit Scheme government regulations (www.
direct.gov.uk/en/TenancyDeposit). 

This deposit will be held by Deposit Protection 
Scheme during the period of the tenancy.

Completing the signing 
procedure
Your contract signing appointment will only be 
completed once all other documentation has been 
received and checked. 

Please ensure that you have followed all of the above 
steps so that your appointment runs as smoothly as 
possible.

On request, contracts can be signed in our office.
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THE RENTAL PROCESS PAYING YOUR RENT

Rent must be received in cleared funds for the 1st 
day of each month by Direct Debit (i.e. payment from 
your household account) or per contract agreement 
(annually/termly). Any amendments to your Direct 
Debit instruction must be put in writing to our office 
with at least 10 days notice prior to the collection 
date. 

Glamorgan Student Lettings will not be held 
responsible for any charges that you incur as a result 
of not allowing sufficient time for cancellations and 
amendments to be processed.

If after seven working days of the rent becoming due, 
the tenant will be liable for late payment charges. 
Interest is added at 3% above Bank of England base 
rate and charged daily.

Failure to make payments or arrange a payment 
plan with the Lettings Co-ordinator will result in legal 
actions being undertaken.
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The following has been prepared to make moving into your 
property as easy as possible:

• For all tenancies commencing 1st July your landlord 
may have agreed to accept half rent for July and 
August. This will only apply when the property is 
unoccupied and free from your personal belongings. 

• You must make an appointment to collect your 
keys at least 48 hours in advance. For all check 
in appointments between July and September we 
suggest you make an appointment as early as 
possible to avoid disappointment. 

• We would recommend that all members of the group 
are present when collecting keys as an opening 
inspection will be completed at this time and will 
not be amended at a later date. Only one opening 
inspection will be carried out per property. 

• Keys will only be issued from our office to the tenants 
named on the agreement upon commencement of full 
rent payment which must be in cleared funds. 

• You will only be permitted to occupy the property 
providing all original documentation and payments 
have been received, together with details of your 

MOVING IN PROCESS

household account and a signed direct debit 
agreement. 

• Tenants are responsible for all utility bills from the 
commencement date of the tenancy. It is the tenants’ 
responsibility to contact the utility companies with 
the meter readings to open a new account in the 
household name.  

• Any “Bills Inclusive” properties set up through 
Glamorgan Student Lettings with Glide must ensure 
that regular photographic meter readings are provided 
to a Lettings Co-ordinator. Any issues with supply of 
energy should be reported to Glide directly. 

• You are responsible for the Council Tax for the period 
of your tenancy. You must forward your student 
exemption certificates to Glamorgan Student Lettings 
in order for all council tax charges to be cleared.  

• If you experience any difficulty once you have 
moved into your property please contact our office 
immediately and we will endeavour to attend to any 
problems as quickly as possible. 

TENANCY BOND SCHEME EXPLAINED

Protecting your deposit
Since April 2007, all assured shorthold tenancy 
deposits received by landlords and letting agents 
must be protected by a Government-authorised 
tenancy deposit protection scheme.

Glamorgan Student Lettings utilise the only Custodial 
scheme authorised by the Government  DPS 
(Deposit Protection Service) which means that your 
deposit is held securely by them for the duration of 
the tenancy. Your deposit will be returned at the end 
of the tenancy, once you and your landlord/letting 
agent have agreed how it should be repaid.

Online Access
It’s easy to access your deposit via their website. You 
just need your Deposit ID and Repayment ID handy.
Once you have accessed your deposit, you can:

• View the details of your deposit
• Update your contact details
• Request a repayment when you move out
• Access information on their processes

How it works
• You pay your deposit to your landlord/letting 

agent
• Landlord/letting agent submits deposit to DPS 

within 30 days
• Landlord/letting agent provides DPS with your 

contact details
• DPS will send you a Deposit Protection 

Confirmation, detailing your Deposit ID and 
Repayment ID. You will need this information 
whenever you make an enquiry.

Getting my bond back
At the end of your tenancy, once both you and your 
landlord/letting agent are in agreement, DPS will 
release the agreed bond repayment back to you. Full 
details of the procedure can be found online and in 
the Moving Out section later in this guide.

Visit : www.depositprotection.com 
for more information 
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ANTI-SOCIAL BEHAVIOUR

Tenants should ensure that nothing they or their 
visitors do will interfere with the occupants within the 
house or the neighbourhood.

Anti-Social Behaviour includes:

• Excessive Noise (shouting, loud music, revving 
vehicle engines etc.)

• Vandalism
• Drunk and disorderly conduct
• Rubbish dumping
• Harassment

The result of Anti-Social Behaviour on part of the 
tenant and/or any of their visitors could include:

• Eviction
• Retention of the deposit
• An Anti-Social Behaviour Order (ASBO)

WASTE MANAGEMENT

Tenants are responsible for the correct storage 
and collection, of refuse and recycling in line with 
Rhondda Cynon Taff (RCT) Council’s Policy:

Please remember:

• The council will only collect the refuse and 
recycling from the correct containers and you 
could be charged for excessive refuse bags.  

• Your bins can be put out for collection between 
7.00pm the night before and 7.00am on the 
morning of your normal collection day. 

• Additional Recycling and food waste bags can 
be collected from the Students Union, Treforest.

Check out RCT’s page for all the details and up to 
date collection information; 

www.rctcbc.gov.uk/EN/Resident/BinsandRecycling/
BinsandRecycling

FIRE SAFETY

The fire precautions within the property are there for 
the protection of the occupants and should NEVER 
be tampered with in anyway. 

Fire Alarms 

• If the fire alarm sounds, leave the property 
quickly via a safe escape route.

• Never tamper or cover the detectors, control 
panel. This can lead to eviction and prosecution

• If you believe the alarm is false or the panel is 
in fault please refer to page 20 for maintenance 
information

Fire Fighting Equipment

• Familiarise yourself with the operation of any fire 
fighting equipment provided

• Never Misuse
• Report any missing, damaged or discharged fire 

extinguishers to your Agent or Landlord. 
 

Fire Doors

• Never prop, wedge or otherwise keep a fire 
door in an open position or disconnect and door 
closing mechanism.

• The fire door will prevent the spread of fire 
throughout the property to save lives.

Escape Route

• Always keep the Fire escape route clear from 
obstructions (bikes, prams, rubbish etc.)

• Obstructions may delay the escape from the 
property and could result in casualties

• Most escape routes are the hall, stairs and 
landings.

Calling the Fire Service (999 or 112)

• Never assume someone else has called the 
emergency services

• Provide the exact address clearly
• Remember the fire alarm does not sound in the 

Fire Station
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LANDLORDS AND TENANTS RESPONSIBILITIES & RIGHTS
LANDLORD RESPONSIBILITIES

Repairs

The landlord is responsible for repairs to: 

• Structure – foundations, roof, chimney, stack, walls.
• Exterior – doors, window frames and sills, drains 

(excluding tenant blockages), gutters and outside 
pipes.

• Interior – walls, skirting boards, door frames, doors, 
ceilings, floors (but not repainting and redecoration)

• Outside – pathways, steps, garages, outhouses, 
fencing and gates.

• Services – Electrical wiring, sockets and light fittings, 
gas pipes, fitted heaters, radiators, water heaters, 
baths, toilets, sinks, basins, tap washers, adjusting 
and re- washer ball valves.

Safety of gas appliances & electricity

The landlord is required to ensure that all gas appliances 
are maintained in good order and that an annual safety 
check is carried out by a tradesman who is registered with 
Gas Safe. 

The landlord must keep a record of the safety checks and 
provide you with a copy within 28 days of each annual 
check. You are not allowed to bring in your own gas 
appliances and will not be covered under this check. As 
a tenant, you must allow the Landlord, their Agents or his 
tradesmen reasonable access to the property in order to 
carry out necessary works. 

Fire safety of furniture and furnishings

The landlord must ensure that any furniture and furnishings 
he or she supplies meet the fire resistance requirements 
in the Furniture and Furnishings (Fire) (Safety) Regulations 
1988.

LANDLORD RIGHTS

Access

The landlord, or landlord’s agent, has the legal right to 
enter the property at reasonable times of the day to carry 
out the repairs for which he or she is responsible and to 
inspect the condition and state of repair of the property. 
24 hours’ notice of an inspection of the property must be 
given to tenants except in emergencies.

TENANTS RESPONSIBILITIES

What you have to repair & replace

• Anything you own.
• Fuses and light bulbs.
• Glazing – if you or a guest has broken a window, 

we’ll fix it but you must pay for it. If the glass was 
broken during a crime, we’ll need proof. If there’s 
been accidental damage, then we may pay for it 
depending upon the circumstances.

• Fixtures and fittings – such as curtain rails and 
toilets seats.

• Replacing keys and new locks.
• Clearance of toilet and pipe blockages.
• General good housekeeping, such as tightening 

screws.
• Damage that you or a guest has caused.
• Fittings or alterations you’re made without getting 

written permission from Glamorgan Student 
Letting. This may have to be charged at your 
own cost if they don’t meet standards.

Council Tax

It is your responsibility to inform RCT Council that you are 
the tenants at your property. This should be done at the 
commencement of your tenancy. See: www.rctcbc.gov.uk.

Utility charges

You will normally be responsible for paying all utility 
charges including water, sewerage charges, gas, electric 
and telephone charges unless your landlord has agreed 
to meet any of these charges. This should be specified in 
your tenancy agreement. 

TENANT’S RIGHTS

Quiet enjoyment

You have the legal right to live in the property as your 
home. The landlord should ask your permission before he 
or she enters the premises, unless of course there is an 
emergency situation. The landlord cannot evict you without 
following notice procedures. If the landlord sells the 
freehold of the property, you will retain any rights you have 
to remain in the property, as the tenancy will be
binding on any purchaser.
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See the copy of your “Assured Short-
Term Tenancy” agreement for a full 

list of responsibilities and rights



MOVING OUT PROCESS
Moving out can be stressful so here is our best 
advice and guidelines to help the process run 
smoothly.

Before moving out make sure you have:

• Taken all your personal belongings and removed 
all rubbish and recycling.

• Removed all unwanted food from cupboards, 
fridges and freezers.

• Contact the royal mail with a forwarding address.
• Booked your moving out appointment so we can 

carry out closing inspections 

Your deposit

Your deposit will be returned to you after the 
completion of the closing inspections providing that 
the property is left in a satisfactory state.  Please 
note that this could take up to six months depending 
on how the property is left. Any damage repairs, 
replacements, and cleaning or clearing of the 
property will be charged to the tenant and taken from 
the deposit.

Any disagreements about the returned deposit 
should be disputed through the DPS. More 

information on your deposit or raising a dispute can 
be found on the DPS website at:  
http://www.depositprotection.com/tenant-info

Utilities

Before moving out make sure you have informed your 
utility supplier of your moving date and forwarding 
address. If you do not let your supplier know you are 
moving out you may be held liable for charges built 
up by the new tenants. 

You must also take a final meter reading and give it 
to your utility supplier and the letting agency.  

Your belongings

When you move out you must make sure there are 
none of your belongings left in the property. 

You may wish to take them home with you over the 
summer; alternatively there are plenty of storage 
units in Treforest and Pontypridd.  

• lovespace.co.uk                                 
• bigyellow.co.uk/students
• pickfords.co.uk/self-store
• treforest-self-storage.co.uk
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• Vacuum all carpets  
• Sweep and mop floors 
• Clear walls, ensure no marks are left
• Vacuum furniture
• Clean Surfaces

• Vacuum floor & clean under bed
• Vacuum Mattress
• Sweep and mop floors
• Wipe down skirting boards
• Clear out and clean all drawers/ wardrobes 

& desks
• Walls –free of blu tac marks or marks
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• Empty bins
• Clear and clean work tops
• Clean grills, ovens and hobs inside and out 

including all wire racks 
• Clean microwave outside and inside
• Clear out and wipe down cupboards
• Clean fridges and freezers and defrost-leave 

switched off and wedge doors open
• Sweep and mop floors
• Clean sinks
• Clean washer/dryer including dispensers

• Ensure all rubbish is removed
• Ensure walls are clear of marks 
• Dust light fixtures and bulb
• Clean inside of windows including frames 

and sills
• Clean skirting boards

Throughout
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• Vacuum carpets 
• Clean hand rails and banisters 

• Clean and tidy with no rubbish
• Remove all weeds
• Ensure gutters and drains are clear and not 

full of leaves etc
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• Clean and sanitize toilet pan and cistern
• Clean flooring and tiles
• Clean baths and shower including screens/

curtains
• Clean sinks including taps
• Remove any mould
• Clean Mirrors and glass

If you have any problems regarding any of 
the above criteria then get in touch so that 

we can help resolve the issue promptly.

Cleaning 
It is important that the properties are returned in a good, clean condition. If the property is not left to a 
satisfactory standard then professional cleaning will be required and you will be charged. Here’s a brief guide:
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1. Please send a written complaint to the Letting 
Manager, at, Glamorgan Student Letting, 
University of South Wales Student Union, Forest 
Grove, and Treforest, CF37 1UF. The Lettings 
Manager is appointed to deal with complaints. 

2. Once your written summary of the complaint 
has been received, you will be contacted within 
seven days to inform you of our understanding of 
the circumstances leading to your complaint. You 
will be invited to make any comments that you 
may have in relation to this. 

3. Within twenty one days of receipt of your written 
summary, the Letting Manager will write to you, 
in order to inform you of the outcome of the 
investigation into your complaint and to let you 
know what actions have or will be taken. 
 
 
 

4. If you are dissatisfied with the result of the 
internal investigation, please contact Sian Taylor, 
who will review the complaint. She can be 
contacted at; University of South Wales Student 
Union, Forest Grove, and Treforest, CF37 1UF. 

5. Following the conclusion of our review we will 
write to you with a final written statement. 

6. If you are dissatisfied with the conclusion of 
the in-house review of the complaint, you can 
refer the matter to the The Property Ombudsman 
Limited, Milford House, 43-55 Milford Street, 
Salisbury, Wiltshire, SP1 2BP

Electrical Supplier Queries 08459 060 708

Gas Supplier Queries (Transco) 08706 081 524

British Gas (Home Movers) 08456 091 122

British Gas (Domestically) 08456 000 560

British Gas (Gas Leak - Transco) 0800 111 999

Swalec Gas 0800 052 0500

Swalec (Moving House) 0800 0525252

Swalec (power Cuts) 0800 0520400

Welsh Water 0800 052 0145

Rhondda CT Council (Switchboard) 01443 425005

Post Re-Direction Service 08457 740 740

Post Code Enquiries 08457 111 222

TV Licensing (new licence 
applications)

08705 226 666 / 
08702 416 468

British Telecom 0800 800 150

Virgin Media 0800 064 3823

Electrical Supplier Queries 08459 060 708

Gas Supplier Queries (Transco) 08706 081 524

Local Police Station 01443 743654

USW Health Centre 01443 482081

Doctors - Ynysangharad Surgery 01443 480521

Doctors – Taff Vale Practice 01443 490366

Doctors - Ashgrove Surgery 01443 404444

Dewi Sant Hospital 01443 486222

Dentists – Khan-awal Dental Assoc. 01443 403955

Opticians – Specsavers 01443 480244

Car Hire – Enterprise Rent-A-Car 01443 841851

USEFUL NUMBERS
We have listed some useful contact numbers that may not only assist you during your moving in period but 
throughout your tenancy.
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Glamorgan Student Letting takes complaints very seriously and works hard to resolve issues as quickly as 
possible. The following procedures are undertaken in dealing with any complaint:



TRAVEL INFORMATION

BY TRAIN

Treforest station is just a five minutes’ walk from the 
Treforest Campus.

There is a frequent service both southbound and 
northbound, with approximately five trains each hour up 
to Pontypridd and on to Merthyr Tydfil or Aberdare and 
five trains each hour to Cardiff and on to Barry, Penarth or 
Bridgend.For further information and timetables contact 
National Rail Enquiries on 0845 748 4950 or visit www.
nationalrail.co.uk.

BY ROAD

From the M4, exit at J32 and join the A470 north towards 
Merthyr Tydfil and Pontypridd. After about 6 miles, you will 
see signs for the A473 (Llantrisant) and the University of 
South Wales. Take the first exit off the roundabout, across 
the bridge. Turn left, then stay left, following the signs up 
the hill to the University.

If you’re approaching the University south-bound from the 
A470, follow the A470 to Pontypridd and take the A4223 
exit toward Pontypridd. At the roundabout take the 3rd exit 
onto the A470/A4058 ramp and stay in the right-hand lane 
taking the 3rd exit (A4058) at the next roundabout 

before turning left onto the Broadway/A473. Stay on the 
A473 following signs up to the University.

PUBLIC TRANSPORT

Shuttle Buses

There are shuttle buses that make travelling between 
campuses easier. In addition to the University-operated 
shuttle buses, there are also some free buses provided by 
supermarkets in the area.

Local Buses

At the Treforest Campus, bus stops are located outside 
the main campus on Llantwit Road, on Brook Street, and 
on Broadway. Details of bus routes and timetables can be 
found on www.traveline.cymru. The local bus operators are 
Edwards, N.A.T. Group and Stagecoach.

BY AIR

Cardiff International Airport is situated to the West of the 
Cardiff in Rhoose. https://www.cardiff-airport.com/

Pedestrian
Entrance
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EMERGENCY REPAIRS / MAINTENANCE

Emergencies

You can report any emergency issue when the office is 
closed by phoning one of our contractors direct. 

An emergency repair is anything that may be dangerous to 
your health, safety or welfare or which may lead to further 
damage to the property. 

Emergencies Include:

• Serious damage caused by storm, accident or 
flooding

• The property is insecure
• Serious electrical faults and no lighting/power
• No hot water
• No heating (1 October – 30 April)
• Burst pipe and uncontrollable plumbing leaks
• Blocked or leaking drains
• Toilet not working, where there is only one toilet in the 

property

 
 
 
 

EMERGENCY CONTACTS

How To Report Repairs

You have a contractual obligation to report any repairs/
maintenance to us as soon as possible. You can report a 
repair/maintenance issue via the following link:

https://glamorgan-student.fixflo.com 
 
This can be done on your computer, tablet and even 
smartphone. Simply follow the five steps to report the 
maintenance issue, providing as much information as 
possible about the repair needed. 

Once Your Repair/Maintenance Is Reported

Sometimes our maintenance adviser will need to inspect 
it first to decide the best contractor for the job. Then one 
of our trusted contractors will be sent a works order and 
they will contact us to arrange a visit. We will confirm 
access with you 24 Hours in advance or ring and ask if 
you are happy for them to come over straight away.We will 
also email you to ask a few questions when the work is 
completed – this is important as it assist us in ensuring we 
are giving you the service you want.

Electrician – 02921 993 532 - 24 Hour Electricians 
(Callout fees to be agreed at the time of the call)

Plumbing and Gas - Prings, 07377 869 688
(£75 callout charge on 24th, 25th, 26th, 31st December & 1st January. 
£50 callout charge every other day) 

General Maintenance - Mel, 07779 772 071 – Premier Property Services
(£75 callout charge on 24th, 25th, 26th, 31st December & 1st January. £50 callout charge every other day)

Locksmith – Merthyr Locksmith Services, 07377 884 843
(24hr Call Out, NUS Discount, Payment expected on completion of works)

Priority of Repair Target Response Time
Emergency Respond within 3 hours & complete within 24 hours

Very Urgent Within 3 Working Days

Urgent Within 7 Working Days

We aim to complete repairs/maintenance within these times:
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glamorgan

Glamorgan Student Lettings
1st Floor Student Union Building,

Forest Grove,
Pontypridd CF37 1UF

Telephone: 01443 483531
Email: lettings@glamlet.co.uk


